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RECORDE CENTER CAPACITY BREQUIREMENTS

It is estimated that an Agency Records Center of 21,200 sq. ft.,
with & capmcity of approximstely 40,000 cu. ft. of records, will be filled
in sbout 5 years. There are no experience figures svailable, but the
Tollowing factors vere considered in arriving at the estimate.

(e} Totel Agency records holdings - 92,000 cu. ft.
{(Appendix A)

{®) Annusl accretion of records - 20,000 cu. ft.
(Appendix B)

{e¢) Anpual volume of records to be retired - 8,000
eu. £t. (Appendix C)

(2) Capacity of Records Center - 40,000 cu. ft.
{Appendix G)

(e) The completion date of initial inventories of
present record holdings and the development of
the related records control schedules. (4 mint-
mum of 2 years to cover the emtire Agency.)

{f) The time required and tbe extent of sucecess in
changing present systems to provide annusl cut-
offe which will permit systemetic periodic retire-
ment of records.

(8) The volume of records which:

(1) Can be destroyed by offices without
transfer to the Center.

{2) Trsnsferred to the Cemter and destroyed
after retention periods of 1 or wore

yoars. «

(3) Transferred to the Center for permamsnt
retention In present form.

(k) Transferred to the Center for microfilm-
ing for permeanent retentiom.

In view of the above considerations, 1t appesrs that the Agency will
have to establish and operate & Records Center of from 60,000 to 70,000
sq. Tt. of space in 10 to 20 years, mlthough such s requirement cannot be
fully Justified at this time. Por this reason, a conservative approsch would
be the establislment of & 21,290 sq. ft. Records Cemter, constructed im such
& manner that 1t can be resdily expended to meet future needs. This

expansion is possible in s building coastructed at the [N >s5x1Aca
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